JOB RESPONSIBILITIES FOR COURT RECORDS DEPUTY CLERK
Class Code: 9A1 —10A111 Full Time / Benefited Position
Reports to the Shoshone County Clerk

CLASSIFICATION SUMMARY

Primary function of the Court Records Deputy Clerk is to process court related documents for
the First Judicial District in Idaho. The primary responsibility is to open cases, accepting and
receipting fees and payments, scheduling court dates, and preparing legal documents and
court and judicial orders. This includes but is not limited to Citations, Infractions,
Misdemeanors, Felony, Criminal, Civil and Juvenile cases that are filed in Magistrate and
District Courts.

This position will also back up the Jury Commissioner as needed and will be required to work
closely with other Court Deputy Clerks to ensure all aspects of the jobs are completed
according to Idaho Statues.

ESSENTIAL DUTIES AND RESPONSIBILITIES

- Process money received for court fines, fees and costs in the form of cash, check or credit
card.

- Balances and reconcile daily cash receipts for the Courts using the Odyssey system.

- Ability to read and interpret Help Guides that assist staff in processing documents received.

- Ability to organize assigned tasks and adhere to defined time frames to process documents

- Process court related documents by entering them into the Idaho Statewide Electronic
Records & Case Management System (Odyssey)

- Monitor case progression and perform necessary tasks to get the documents prepared and
forwarded to appropriate parties

- Review and file pleadings in the electronic filing system (iCourt E-File).

- Organize documents electronically to be given to the Judge for review and signature.

- Prepare & process Court Orders, Hearing Notices, Warrants, Bonds, Judgments, etc. and
distribute them as defined by Idaho Code

- Provide public assistance in person, via email and on the telephone.

- Answer citizen questions in a courteous and timely manner — within the confines of Idaho
Code regarding what information can be shared.

- Keep immediate supervisor and court records lead fully and accurately informed
concerning work progress, including present and potential work problems and suggestions
for new or improved ways of addressing such problems;

- Communicates and coordinates regularly with appropriate co-workers to maximize the
effectiveness and efficiency of interdepartmental operations and activities;

- Will maintain strict confidentiality at all times; Will not discuss confidential case information
or provide any legal advice or direction.

- Attend required specialized training classes and seminars.

- May be assigned to assist other department and County employees as needed or
requested,;
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- Performs all work duties and activities in accordance with County policies, procedures, and
safety practices.

- Work independently;

- Prepare, review, and maintain files, records, reports, databases, and correspondence,
determining content and follow-up, if required;

- Organize and follow oral and/or written policies, procedures, and instructions;

CLASSIFICATION REQUIREMENTS

The requirements listed below are representative of the minimum knowledge, skill, and/or
ability required for an individual to satisfactorily perform each essential duty satisfactorily and
be successful in the position.

Knowledge of:

- Court and related judicial system operations, legal processes, procedures, methods, legal
terminology and policies;

- Applicable local, State and Federal court statues, codes and ethical standards;

- Processing of payments;

- Odyssey Computer System

- Must type a minimum of 40 words per minute;

- Operate standard office equipment, a personal computer, and program applications
appropriate to assigned duties;

- Considerable knowledge of Microsoft Office Suite — Word, Excel and Outlook;

- Communicate clearly and concisely, orally and in writing;

- Preparation and maintenance of records, files, reports, court calendars and schedules;

- English spelling, grammar, punctuation and composition;

Skill and Ability to:

- Perform the duties of a Deputy Court Clerk, including maintaining a professional demeanor
during emotional and/or stressful proceedings;

- Work independently;

- Prepare, review, and maintain files, records, reports, databases and correspondence,
determining content and follow-up, if required;

- Organize and follow oral and/or written policies, procedures and instructions;

- Perform a wide variety of duties with accuracy and speed under the pressure of time
sensitive deadlines;

- Perform multiple tasks simultaneously, including handling interruptions, and return to and
complete tasks in a timely manner;

- Perform time management and scheduling functions, meet deadlines, and set project
priorities;

- Establish and maintain effective working relationships with judges, the public, supervisory
personnel, attorneys, court personnel, and other County employees under occasional
stressful conditions;

- Respond to citizen requests in a courteous and effective manner;
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- Use good judgment to make sound and reasonable decisions and problem-solving skills to
respond to customer service needs in accordance with laws, ordinances, regulations and
established policies;

- Must be able to maintain individual and court confidentiality in all aspects of the job;

- Adhere to the Personnel Policy and other Shoshone County policies and procedures.

ACCEPTABLE EXPERIENCE AND TRAINING

- High school diploma or GED is required

- Two (2) year Legal Assistant experience processing court documents & reports;

- Reconciliation of Payments Collected

- An equivalent combination of education and experience that provides the required skills,
knowledge and abilities to successfully perform the essential functions of the position may
be considered.

PHYSICAL DEMANDS & WORK ENVIRONMENT

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this classification. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

While performing the duties of this classification, the employee is frequently required to stand,
walk, sit, stoop, kneel, bend, use hands to keyboard or type, handle materials, or manipulate
tools used in performing the essential functions of the classification, and reach with hands and
arms. The employee must occasionally lift and/or move up to 25 pounds. Specific vision
abilities required by this classification include close vision, distance vision, color vision,
peripheral vision, depth perception and ability to adjust focus. Sufficient clarity of speech and
hearing abilities required by this classification includes those which permit the employee to
discern verbal instructions and communicate effectively in person, by telephone. While
performing the duties of this classification, the employee works in an office setting where the
noise level in the work environment is usually moderate.
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